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Manage company equipment from 
registration through assignment and final 
disposition.
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1. Review the Asset Inventory
The Inventory tab provides a complete view of registered company assets and their current status.

1 Select Assets from the left-side navigation menu.

2 Review totals, assignments, depreciation, current value, and 
availability.

3 Use the search bar and filters to locate a specific asset or 
group of assets.

TIP

You can export the displayed inventory using the CSV 
control.
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2. Add a New Asset
Create a complete asset record before placing the item in stock or assigning it to an employee.

1 Click Add Asset in the Inventory tab.

2 Choose whether the asset will remain in stock or be 
assigned immediately.

3
Enter the type, brand, model, serial number, purchase 
details, currency, depreciation, residual value, and location.

4 Add any relevant notes, then click Create Asset.

Fields marked with an asterisk (*) are required.
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3. Review and Manage an Asset
Open an asset to review its information, assignment, value, and complete activity history.

1 Select an asset from the inventory.

2 Review its details, assignment, depreciation, 
current value, and activity.

3 Click Edit Asset to update the registered 
information.

LIFECYCLE ACTIONS

Assign to an employee
Mark as sold
Mark as lost
Mark as out of service
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4. Unassign or Reassign an Asset
When an employee returns an asset, select the outcome that accurately reflects what happens next.

1 Return to Stock

Move the asset back to available inventory.

2 Reassign to Another Employee

Transfer it directly to a different employee.

3 Sold to Employee

Record the asset as sold at a specified price.

4 Damaged

Mark it as damaged and out of service.

5 Lost

Record the asset as lost or missing.

Select the effective date and confirm the action. The asset record and activity history will update automatically.
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